860 IPS CLASS 
STUVENT HANDOUT PACKAGE 



BEFORE YOU LEAVE... 

I have certainly enjoyed having you in class this week, and hope that you found it to 
be a valuable learning experience. Please don't hesitate to call me if you need 
anything. 

I would appreciate it if you would help me out by doing the following: 

1. Initialize your Student Disc (refer to Reference Manual if necessary). 

2. Return your discs to the book, and put all manuals in lower desk drawer. 

3. Throw away all used paper and trash at your work station. 

4. Close disc drive doors and turn the system off. 

5. Fill out Training Evaluation (see next page). 

Thanks for your cooperation, 



Reba 
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NUMBERS TO REMEMBER 



Customer Support Center 960-3 744 

Service 556-0294 

Supplies 634-2800 

Sales Information 830-4000 

Customer Training Representative 830-4053 

Reba Daniel 

Serial Number 968-?????? 

(Located under the controller cover) 

Customer Number On your invoice 
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CUSTOMER SUPPORT CENTER 

960-3744 



The Cubtomet Suppott Centet [CSC] hab highly bkiUed, dedicated petbonnel ttained 
to ptovide abbibtance to you aitet yout ttaining. Pleabe ieel to call the CSC any 
time, you have, a ptoblem ot a quebtion that you cannot tebolve by ubing yout 
Re{etence Manual. 

Aitet completing yout ttaining, you should call the. CSC and tegibtet yout 860 bo 
that you will iz.cq.wc updated bo^twate and documentation. The Cubtomet Suppott 
Reptebentative [CSR] will abk the following quebtionb: 

1. Conttollet Sethxl Numbet — thib it> located undet the top o& yout 
conttollet. It ib a, nine digit numbet beginning with X96S. 

2. Company name and addtebb. 

3. Vout name and phone numbet. 

4. Soitwate level delivered with yout bybtem. Thib numbet ib located on 
yout hKabtet Vac. Cuttently, the level ib 6.3 ~ thih may be upgtaded in 
the iutute. 

Remembet, abbibtance ib ab do be ab yout telephone. 
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SERVICE 

556-0294 



Ih you. bmbpzct you. nzzd bzwicz pizazz vxn thz Viagnobtic Tzbt. Thz inbttuctionb 
aiz bimplz and aiz locatzd in thz HOW TO action oh youi Rzhzizncz Manual. Vou 
nzzd not wn thz tzbt ib you. zncountzt any obvious bztvicz pioblzmb, back ab dibc 
dtivz doot btokzn, ox black bctzzn. 

Whzn you. call hoi bzxvicz, the Szivicz Rzptzbzntativz will abk hoi thz hollowing 
intimation: 

U Contioltzi Sziial Numbzi — thib ib locatzd undzi the top oh youi 
contiollzi. It ib a ninz digit numbzi bzginning with X968. 

2. Company namz and addizbb. 

3. Voui namz and phonz numbzi. 

4. Woiking houib. 

REMEMBER: ih you bubpzet a bybtzm pioblzm, wn thz Viagnobtic Tzbt. Not buiz 
ih you. nzzd a bzivicz call? Call thz Cubtomzi Support Czntzi. 
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HELVFULL HINTS FOK VOUK 860 IPS 
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HELPFUL HINTS FOR VOUR 860 IPS 
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HELPFUL HINTS FOR VOUR S60 IPS 

A. GETTING STARTED 

U Powex on uhing hwitch on fciont panel [0-O&&, 1-on) 

2. Touch oblong key on dihc dtive. to open doo\ 

3. lnbe.it SYSTEM DISC and clobe. doot 

4. Wait a moment and OPTION SELECTION PAGE appeau with. ENTER DATE 
menage, in COMMAND LINE 

5. Type, date., touch line, to highlight WORD PROCESSING and touch ACCPT 

6. ACTIVITY PAGE appe.au> when loading hah completed 
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HELVFUL HINTS FOR YOUR S60 IPS 

S. ON THE ACTMTy PAGE 

1. PARA movzb you &tom le.&t to light diic itation 

2. PAGE movet> you &iom the ACTIVE LIST to the. INDEX 

3. LINE highlight* the title* on the. INDEX and ACTIVE LIST 

4. SCROLL move* thxough a long INDEX 20 title* at a time. 
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HELPFUL HINTS FOR VOULK 860 IPS 



C. ACCPT ANV STOP 

U Touch ACCPT to anbuozx "ycb" to quzbtlon in the. command line. 01 begin 
actlonb 

2. Touch STOP to anbiDZt "no" to qucbtionb in thz command Vine 01 btop any 
action 
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HELPFUL HINTS FOft VOUR B60 IPS 

V. START A NEW DOCUMENT 

1. Fiom ACTIVITY PAGE, type, a title, [up to 10 character) 

2. Touch ACCPT and NEW DOCUMENT? menage appzau 

3. Touch ACCPT and £#te appzau on tkz ACTIVE LIST 

4. Touch ACCPT and blank page, appzau 

5. Bzgin documznt Input OH: 

a. Touch FORMAT to chang maxginh, tabi>, llnz spacing, etc. 
fa. Touch ACCVT to xzcoid changzb 
c. Begot document input 
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HELPFUL HINTS FOR VOUR S60 IPS 



E. INPUTTING A VOCUMENT 

U T o change, btandaid ioimat 

a. Touch FORMAT 

b. Touch LINE to highlight MARGINS and type. le.it maigin; touch CHAR to 
highlight light maigin and type in light maigin 

c. Touch LINE to highlight TABS type, in tab and touch LOWER TAB KEV 

d. Touch LINE to highlight LINE SPACING and touch CHAR to highlight 
dzbiizd line, spacing 

z. Touch LINE to highlight JUSTIFY and touch CHAR to turn jubti&y on 01 

oii 
&. Touch ACCPT to izcoid nzw ioimat 

2. To ubZ TABS 

a. LOWER TAB KEV inbtiuctb the. bybtzm to indznt all linzb o& a paiagiaph 
6. UPPER TAB KEV inbtiuctb the. bybtzm to indznt the. iiibt line, oi a 
paiagiaph 

3. Ce.nte.iing 

a. Touch COVE+4 and type, tzxt to be. czntzizd 
. 4. Bolding 

a. To bold one. vooid, type. the. woid [no bpacz) and touch COVE + 9 

b. To bold moie. than one. vooid, touch COVE + 9, type, woidb and touch 
COVE + 9 again. 

5. Undzibcoiing 

a. To undzibcoiz one. woid, type. the. woid [no bpacz) and touch UNV 
6. To undzibcoiz moiz than one. woid, touch UNV, type, woidb, touch UNV 
again 
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HELVFUL HINTS FOR VOUR S60 IVS 



F. STORING A DOCUMENT 

1 . A&tzt original input 

a. Touch STORE and STORE DOCUMENT? meuagz appeaib 

b. Touch ACCVT 

2. A&tzx izviuonb 

a. To btoxz izviuonh ovzi original 

U Touch STORE and STORE DOCUMENT? mzuagz appzau 
I; Touch ACCVT and STORE OVER ORIGINAL? mzbbagz appzau 
3. Touch ACCVT and document a btoizd ovzi original [original 
document U on BACK UL? INDEX) 

6. To Uoiz izvibioni and original 

1. Touch STORE and STORE DOCUMENT? mzuagz appzau 

2. Touch ACCVT and STORE OVER ORIGINAL? mzbbagz appzau 

3. Typz in a nzw titlz 

4. Touch ACCVT and original ib btoiz undzi original titlz and 
tzviuonb aiz htoizd undzi nzw titlz 

a. To btoiz original only 

1. Touch STORE and STORE DOCUMENT? mzbbagz appzaib 

2. Touch STOVand title, izmainb highlighted in ACTIVE LIST 

3. Touch DELETE and CLEAR REVISION? mzbbagz appzaib 

4. Touch ACCVT only original document izmainb on the. INDEX 
[izvibionb aiz on the BACK UV INDEX) 
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HELPFUL HINTS FOR VOUR S60 IPS 



G. BVITING A DOCUMENT 



1. To move thiough a document 

a. To go to the end oi a page touch. CODE + ACCPT 
6. To go to the. top oi a page, touch STOP two timei 

c. To go to the. end oi a document touch SEARCH, DELETE, ACCPT 

d. To go to the. beginning oi a document touch SEARCH thiee timeb 
and touch ACCPT 

e. To go the. the next page, touch PAGE 

i. To go to the. pieviouh page, touch RVRSE + PAGE 

2. To highlight inioimation 

a. LUe PARA, LINE, WORD and CHAR to get to leviuon point 

b. Uhe hAARK to extend highlighting 

c. Uhe SEARCH to get to leviuon point 

a. Touch SEARCH one and FORWARD TO menage appeaih, type 
text, and touch ACCPT 

b. Touch SEARCH twice and REVERSE TO meuage appeal, type 
text, and touch ACCPT 

a. Touch SEARCH thn.ee timeh and TO PAGE NUMBER mebhage 
appeal, type in deuied page numbei and touch ACCPT 

3. To delete text 

a. Highlight text to be deleted 

b. Touch DEL 

4. To inbeit text 

a. Highlight point oi indention [new text will appeal beioie oi in itont oi 
highlighting) 

b. Type text 

5. To iepla.ee text 

a. Highlight text to be leplaced 

b. Touch RPLCE 

c. Type in new text 
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HELPFUL HINTS FOR yOUft S60 IPS 



G. EVITING A POCUMEWT ICOWTIA/UEP) 



6. To *ep/ace a# occuuznczb o& a ouoid o-t u)oidb 

a. Touch SEARCH and typz in text to be izplaczd 

b. Toudi HVLCE and typo, in new text 

c. Touch ACCVT 

7. To copy iniotmation 

a. Highlight destination [new text voiJU appeal be^oie highlighting) 

6. Touch COW 

c. Highlight text to be copied 

d. Touch ACCVT 

8. To move, intimation 

a. Highlight destination [text wiJU appeal be&oie highlighting) 

b. Touch MOVE 

c. Highlight text to be moved 

d. Touch ACCVT 
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HELPFUL HINTS FOR VOUR 860 IPS 



H. STATISTICAL TVPING 

1. T o bet lotmat iot btat 

a. Touch FORMAT 

b. Set a tegutat tab fat the lefa bide o& each by typing the. numbet and 
touching the. LOWER TAB key 

c. Set a bpecial tab fat the tight bide oi each column by typing the. numbet 
and touching the. UPPER TAB kzy 

d. Touch ACCPT to tecotd the. fatmat. 

2. To ube automatic column bet-up to detetmine tabb 

a. Touch FORMAT 

U Set MARGINS 

2. Velete TABS 

3. Turn 1USTIFV on 

4. Touch FORMAT 

5. Turn AUTO CARRIER RETURN oii 

6. Turn EVIT REFORMAT oii 

7. Touch ACCVT to tecotd fatmat 

b. Type, longest entty itom each column with a bpace between each entty 
[you mubt COVE+SPACE between wotdb in an entty) 

c. Touch the tetutn key and columns ate bptead actobb the page 

d. Highlight the fatmat block at the top oi the page 

e. Touch COVE+FORMAT+FORMAT and Format Scale appeatb on top o& 
page 

i. Set tabb on the Fotmat Scale by ubing the fallowing btepb 

U Touch the bpace bat to highlight the &izbt dot above the fatbt 
column oi numbeib and touch the LOWER TAB key to bet a tegulat 
tab 

2. Touch the bpace bat once fat each chatactet in the column and 
touch the UPPER TAB key to bet a bpecial tab 

3. Continue until you have bet tegulat and bpecial tabb fat each 
column and then touch the ACCPT key to tecotd the fatmat 

4. Highlight the column enttieb and delete them [be catefal not to 
delete the fatmat block) 

5. Type the table 

3. To type btatibtical table 

a. Touch LOWER TAB key to tab between columnb 

b. Touch COVE+5 to centet headingb ovet columnb 

c. Touch COVE+UNV to undetbeote the width oi the column 

d. Touch COVE+UNV+UNV to double undetbcoie the width oi the column 

e. Touch UPPER TAB key to type text at the le&t bide oi a column [the 
UPPER TAB key cancelb the SPECIAL tab) 
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HELPFUL HINTS FOR yOUfc 860 IPS 



I. EQUIVALENTS 

To ilQiiiz the. diiiz.x2.ncz beZu)<LQ.n 1 pitch and Piopontional Space 01 1 2 pitch u.62. the. 
fallowing cheat 

10 PITCH PS/12 PITCH 

MARGINS MARGINS 

5 6 

10 11 

IS. 18 

10 24 

25 30 

30 36 

35 42 

40 48 

45 54 

50 60 

55 66 

60 72 

65 78 

70 84 

75 90 

80 95 

85 108 

90 114 

95 110 

100 126 

105 132 

110 138 

115 144 

110 150 

125 156 
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HELPFUL HINTS FOR VOUR 860 IPS 



J. GENERIC PROGRAMS 



Gz.nz.ilc Ptogtamb ate tecotded on yout Genetic Vibe. Thebe ptogtamb mubt be 
copied to yout wotking dibc befate you. can ube them. Pleabe telet to the Re^etence 
Manual iot complete, inbttuctionb. The following libtb the ptogtam name along with 
itb putpobe. ■ 

1. #ALT HEAViTRAlL automatically inbettb headetb and ttailetb which alternate 
&tom page to page in a document. 

I. ^COLUMNS automatically moveb 01 deleteb columnb in a btatibtical document. 
In addition, it will abbibt you in adding a new column. 

3. HASSEMBLV cteateb new documentb &xom btandatd patagtaphb. It allowb you 
to put the patagtaphb hi any otdet and to inbett vatiable iniotmation. 

4. #VOTS automatically inbettb dot leadetb in a document, buch ab a table o& 
contentb. 

5. #VULAL TEXT automatically te&otmatb yout document into dual column text. 

6. #FO"RMS abbibtb you in filling in the in^otmation on a pte-ptinted {otm. 

7. #LINE NUMBER automatically numbetb the lineb in a document. 

8. #MULTl HEAD inbettb headetb that ate longet than 189 chatactetb. The 
headetb may be the bame on evety page ot alternate between le{t and tight 
bideb oi a page. 

9. #MULTl TRAIL inbettb ttaiietb that ate longet than 189 chatactetb. The 
ttailetb may be the bame on evety page ot alternate between le{t and tight 
bideb oi a page. 

10. ^PHRASE RECALL btoteb phtabeb and/ot tebt iot latet tecall. 

II. #ft, #P, #RP, #EV, #SS, #UR, #UP, #URP, #EN, #SSA/ teiotmatb and 
paginateb a document without going to the iotmat page. 

11. #ZLV, #ZSV, #VV, #CY, #ALA/,. #ASN, #VN, #CN, #SV, #S/V automatically 
the dibplay optionb without going to the iotmat page. 

13. #SRCH:REPL allowb you to beatch to and teplace up to iout di^etent bttingb 
oi text at one time, li debited, you can have it paube befote making the 
teplacement to let you decide to teplace the text ot leave it ab ib. 
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